Using Microsoft Outlook As A
Reminder Program for
Quarterly Radiological Surveys



STEP 1 - In the MS Outlook
program, click your calendar
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STEP 2 — Double-Click on the preferred day of the month that you
would like to be notified. (It is easier if your calendar is in the “31
Month” View format)



STEP 3 - Under the Appointment Tab, input the
appropriate information by typing in the: Subject Line,
Location Line.
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Step 4: Click the “All day event” box and
the “Reminder” box.
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Type in the “remarks area,” (i.e., the big white box) specific instructions of what
you would like your people to do, such as, Perform the quarterly radiological
survey of the storage area!




STEP 5 - Click on the toolbar button
at the top that says “Recurrence.”
Then in the “Recurrence pattern”
select “Monthly,”

STEP 6 —select “the first —
Monday of every 3 month(s) or
date of your choice/frequency
that suits your needs. Ensure

the “Range of recurrence” has
“No end date” selectedM
click the “OK” button.
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Step 7: Click on the toolbar button at
the top that says “Invite Attendees.”
The “To:” box appears on your screen.
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The Last STEP

Click the “SEND” box to forward the information your
LRSOs. When the recipient(s) opens the e-mail, they will be
prompted to select one of three buttons: “ACCEPT,
DECLINE or TENTATIVE.”

The recipient must click the “ACCEPT™ button, then and
only then will the event be placed on their personal
calendars at their workstations. By doing this, you will be
able to monitor the reminder(s) on your calendar as well as
that of your recipient(s).



